Using Documents Protected as “Forms”

Most of the DFA documents posted on the inter/intranet are protected as “forms” with
text boxes to enter the information. Use the tabs keys to navigate the form. The
shading disappears when the form is printed.
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How do | remove the shading from the text boxes?

The form was designed with shaded text boxes because it is easier to see where you
need to enter information. The information entered into a shaded text box remains
shaded. If you want to turn the shading off click “View” on the menu bar, then
“Toolbars,” then select the “Forms” toolbar. Click on the “a” icon to turn the shading on
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How do | make changes to the protected form?

To edit or change information on the protected form/template (outside of the text boxes)
you must “unprotected” the document. To unprotect the document click “Tools” on the
menu bar, then “Unprotect Document.” You can no longer type in the text boxes when
the document is unprotected.

To “protect” the document as a form again, from the menu bar select “Tools” then
“Protect Document” then click on the forms button to turn the protection back on.
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